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POSITION 'EVALUATICH' DIVISION

SWIMARY. OF
| ANNUAL REPORT |
(1 July 1954 = 30 Jume 1955) \ L |
SECTION 1o Majer Accomplishwents and Significant nenlnp!mét ng Fiseal

Year 1955

The purpose of the Position Evaluation Program is to achleve and
meintain a sound ocoupational and salary structure for Agency positions,

pensation levels within and outside the Federal Government and be rée
spensive to the unusual Job characteristics and employment situatioms
engountered in CIA,

Major items of work acocmplished during the past year include the
preparation and malntenance of the Agency Ocoupaticmal Handbook of Fos~
jtion Titles and Codes, which defines and codifies all types of positions
in CIA; the review and classification approval of uew and changéd Tsbles -
or Organization; pesition analysis survays of both ocoupational and organise
ational nmature; the development, coordinaticm, and publication of CIA :
Position and Qualification Standawds; the processing of individual posi=
tion end personnel actions involving desk audit amd eveluation of existing
and proposed positions; the proparation of staff studies in the field of
salary and wage administration, or related therato.

A statisiicsl eumary of mejor activities is as followss

POSITICE ANALYSIS SURVEYS =  18% Workload
CCMPLETED o - | -
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Audit Staff
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Pganlsa ul.ol | o tions Covered

DD/I Ares

office of Research and Reparie
Coordination Area
Basic Intelligence Divisicna
office of Current Intelligence.
office of Collectionand Dissemination
SRD = Barton Branch
ons
Ofﬁ-cgmf’f oiegvtiﬁm = Index Branch 25X9A2
FDD = Scientific and Technicel Bransch
Reports Branch, P & S Section

DD/P Area

WE Division -~ Field
EE Division - Field

TOTAL

POSITION AND RDgUALIFICATIw
STANDA COMPLETED
AND/OR PUBLISHED = 74 Worklead

Standards

Positicn Standards Published |
Position Stendards Completed, Goordinated,
" and Perding Publication

Position smm:: Completed and Being
Coordina

Standard Job Descriptions Completed and
Being Coordinated

Interim Qualificetion Stendards

Being Coordinated 'rmm. __%___

I:EPQE

OH AND PERSONMEL '
IRDIVIDUAL P%%S o  22% Workload

Review of selected individual perscansl
ectious affecting assignmemt, reassign-
ment, promotion, or cther action.

 25X9A2
Total Number for Period - 1N
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SECREY
MAJCR -
TARLE OF ORGANIZATICN REVIEW
) AND DISTRIBUTTON - 15% Werkload
Organdscticm. - No., of Fositious Purpesis
25X9A2 DD/S Avea .. - Frimarily reorganization.
ID/T hres. Hoorgamization.
DD/P &m& - | . Pﬁm Rammm&imc)
SPECTAL STUDIES AND STAFF B} . o
SERVICES - . 21% Workload

Freparation and coordination of regulations, handbeoks,
end other gvides, Preparation of analytieal ajudies on
current problems having classgificatien ixplicetions, in-
eluding CIA Supergrade structure, promeoticn policies, -
emcutive developmeni-personsl grade plan, ste,

Total Major Studies During the Period = X

SECTICN 2, Objectives for Curresnt Yeor and Status of Current Program
' (1 July 1955 = 30 June 19%6)

Our existing compensation and Position Evaluvation Systeam mast be
revised to increase its flexibility to meet agency staffing requirswents
and to conform to the concepts of the Career Service Program. Our objec-
tive, therefore, is to make modifications in order to meet these specific

requirements:

a. Provide compemsation sufficient to attract and retzin indivie
duals of the typs and occupation required,

b. Assure equity in compensation among Agency personnel.

¢, Provide flexibiliiy sufficient to recognize the nen-standard
requirensnts imposed wpon certaln Agency persamel - the Career Service
concept of serving where, when, and in the capacity in which reeded.

d. Be able to withstand scrutiny by Agency officials as woll as
outside-authorized officiale from the standpoint of proper expenditure
of poracamel service funda,

6. Provide a salary control mechenism as desired by the DI/S.

£, Include occupational analysis of agency positioms in order

that logicsl progressions can be determined and that experience in the

Agency can be properly codified to be available for £41ling emergancy

(- requirements as well as providing a basis for efficlent utilization of
persomnel yesources, '
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g0 DB» easlly understood and of practical use tc the cperating
official in enabling him to mceeed in his role as a persomnel msnager,

A statistical summary of current status and program plans for the
period 1 July 1955 - 30 Juns 1956 is as follows:

POSTII ON ANALYSIS SURVEYS

y IN-PRCCESS AND PROPOSED = 1B% Ourrent

Workload
zatiop Ho. Positions

IDS/Area

Office of Security
Office of Training

Office of the Comptroller
Finance Division

DD/I Area

Office of Ressarch and Reports
Econoric Ressarch Area

Office of Colleotion and Disseuﬂ.nation
Iibrary Divisiom
Industrial Register
Biographic Register

Office of Scientific Intelligence

25X1A6a

25X9A2

o

DD/P Arca
, Division
FE Division
CI Staff

POSITION STANDARDS
IH-PROCESS AND PROPOSED = 7% Current

Workload
Narber '

Position Standards In Process = "I
Standard Job Deseriptions in Process L
Proposed Publication of Standards p 1]
Proposed Publication of Standard Job o
Descriptiocns i
Proposed Publication of Intericr Quali-
fication Standards h
Proposed Imitiation of Standards 10
o Propesed Initiation of Standard Job
Dageriptions 20
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IHDIVIDUAL POSITION AND PERSONNEL ACTINS - 22% Current
_ Workload

There is no current backlog of position end persounel
actions, Day-to-dsy flow of individual actions will
be given prompt attsntion as reguired, Extension of
the survey program will be aimed at keeping individual
actions and provlems at a minimm,

TABLE OF ORGANIZATION REVIEW AND DISTRIBUTION = 15% Curront
Workload

Approximately 50 T/0 requests are in process of review and
approval, Assuning continmance of current rate of requests
this category will continue to occupy substantiel portion of
etaff time,

SPECIAL STUDIES AND STAFF SERVICES = 21% Current
_ * Worklead

Eleven major studies are in various stages of completiomn,
It 18 anticipated that such studies will contimue to ccowpy
2 major portion of staff td.mqo

SECTION 3. Pro Outlock for Buiget Year
1 July 1956 - 30 June 1957)

A, Compensation and Position Evaluvation System:

~

If anticipated changas in the present compensation and position
evaluation system are made during the current year cur major goal
will be to convert to the new compensation and position ewmluation
system, Changes involved will be concermed with procedural detalls
and techmical changes required to insure greater equity and flexle
bility, We do not anticipate that they will change the substantive
nature of our work,

B. Position Analysis Survey (bjectives:

Surveys during the budget year will bs aimed at increasing coverage
of positions with position descriptions, towards the ultimate goal

of securing complete coverage., At such time as this goal is reachad,
ow plan is to estsblish a pericdie review, probably on an annmal
basis, of all positions in the Agency, to insure curremcy of all
descriptions. In achieving this goal, we propose to utilize ell short
cuts and simplified methods possible, including the modification of
existing descriptions to indicate changes, the use of standard posi-
tion descriptions where applicable, the use of the idemtical additiomal
technique, the tranafer of existing position descriptions when that ?
is possible, eto, .
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Poeition Standarde Objectivess

The objeciive of the position standards program will bs to increass
the coverage of positien standards, with the vltimate objective of
securing relativsly complete coverage of all Agency positions with
standards, Such standards will be as concise, flexible and compre~
hensive as possible, in order to provide the highest degree of equity
consistent with the natwre of Agency operatioms, All practicable
standards development techniques will be utilized, including charts,
point rating, factor evaluation and comparisen methods, '

Individul Position and Peracnnel Actions:
During the budget year individuel position and personnel actions will

be processed as required in as prompt a menner as pessidble. The ine
creasing coverage of positions by surveys will presumably, however,

~ reduce the volume of such actions,

Table of Organization Review and Distribution:

Under any proposed changes in the present personnel systen, this
mejor category of work will continue to require attention of the
Division, though poszibly on a more limited basis, Complete cover=
age of Agency pesitions with position descriptions should simplify
the processing of T/0 changes, since relationshipe to previous
organizations would be somswhat clearer, :

Special Studies and Staff Services:

Special Studies will undoubtedly be required tc refine the Agency
Position Evaluvation and Compensation Program in keeping pacs with
latest developments of the Career Service Program, Additiomal
compensation bensfits for wnusunlly wndesirable assigmments or
those invelving severe physical hazards, ete. will eontinwe to be
explored to achieve the goal of equitable pay for subditions of work
performence, Further studies will be directed towards determining -
appropriate compensation for "hard-to-fi11" positions smch as those
in specialived scientific fields or requiring unique coperatiomsl -
experiences, Alsoc it 18 anticipated that speciel Executive Pay
Plans may be deyeleped in recognitien of the necessity for realistic

compensation of key Agency personuel,
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POSITION EVALUATION DIVISION
ANNUAL REPORT
(1 JULY 1954 = 30 JUNE 1955)

Chart of Organisation and Functions
MAJOR ACCOMPLISHMENTS

Introduction
Percentage of Time Distsibutien
Position Analysis Surveys
Position Standards

Individual Actions

Table of Organization Review
Special Studies & Staff Services

OBJECTIVES FOR CURRENT YEAR AND STATUS

4,

MmmnﬁmAMEﬁhnunwum
Survey Objectives

Standards Objectives

Individual Actions -
Table of Organization Review .
Special Studies & Staff Services
General Objectives

PROGRAM OUTLOOK FOR BUDGET YEAR

POSITION ANALYSIS SURVEYS
STATUS OF POSITION STAND

%mmmﬁmmﬁ&ﬂmﬁmﬁwmn
Survey Objsctives : i

- Standards Objectives

Individual Actions

‘,ﬁﬁhéfﬁmuuﬂmnwhi_

Speclal Studies & Staff Services

MAJOR T/0'S PROCESSED DURING THE PERTCD
REPRESENTATIVE STAFF STUDIES AND FEPGRTS

IN FPROCESS AND COMPLETED
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Organizstion and Functlons

Office of the gz_gaf

Respensible for folleowing aotivities:s

Frovision of Ageney-wids pesition svalu-

stion and wage admirdisiration; include
ing servics to HSC. Maintenance of
spproved T/0's for the Agency. De=
valopment of positien standards a2nd
qeslification requirensnta. Provisioen
of suidencs and assistance o other
slesents and Agensy components on e
ployment of consultant, agsociate amd
soniract personnel, indigencus labor
and foreign naticnsls.

Cvery Brajustion Branch

fovert Bvaluation Sranch

Standerds Branch

sovides positiem evaluvaticn and wagm

inigtration to overt Agency cum=

1. Hainteins recorde of approws
] ¢cr such Agency componanis.
Tepniches guidanoe znd assistance o
evher Agancy gomponents on positicn
s aluizion, salary end wags schedules
snelnding pay scales for consultand,
assosisbe and contract personnel; indli-
senouz laber and forsign national®.

Frovides position evalusilon and »2ge
administration %o covert Agency comMpone
smty, Heintalns racords of approved
/0% for such Agency somponentad. Fur-
nishes guidanes snd sssistence 10 othar
Agency componente on poaition evalu-
ation, salary and wege gchedules, in-
eluding pay scales for eongultentia,
sessciate and contrect psrsonnsl indi-
ganous labor and foreign nationalg.

o

SECRT

Codifiss the Agency occup tionsl
structure iate catagories and -
groups of positions having 87 " Ya
shsracteristics, #iih approprxéie
stendard titlss and codsg. develd
pegition standards and qualifi-
cations requiremsnis. Frspares
appropriate Agency publications
conserning pesition titles and
sodes, eto, Condudte pceupational
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POSITICN EVALUATION DIVISION

ANNUAL REPCRT
(1 July 295k = 30 June 1955)

SECTION 1, HMajor Accamlishmente and Significant Development During

4o

Bo

Fiscal Year 19550
Introduction:

The purpose of the Position Evaluvation Program is to achieve and
maintain 2 sound occupational and salary structure for Agency
positions, This program must provide for eguitable CIA sslary
alignment with compensation levels within and outside the Federal
Goverumsnt and be respensive to the wnmususl Job characteristics
and employment situaticnms encowntered in CIA,

Major iiems of work accomplished during the past year include the
preparation and maintenance of the Agency Occupatiomal Hamibook -
of Pogition Titles and Codes, which defines and codifies all types
of positicas in CIA; the review and classifidation approval of nsw
and changed Tables of Orgardzationg position analysis surveys of
both occupational and orgenizatiomal nature; the developmeut,
coordination, and publication of CIA Position and Qualification
Standards; the processing of individusl peasition and personnel
actions involving desk andit snd evalustion of exiating and pro-
posed positione; the preparation of staff studles in the tield

of salary and wage administration or related thereto, such as
studies of the Agemsy T/0 system and the promotion program,

Followlng is a distribution of the percentage of total staff time
spent on thes varicus activities duri.gg the _reparting periods
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categery =~ Charesteristics Tine Pavcentage

1, Position Apalyeis Collectien, resording, and analysis 18%
Swveys of duties and qualification require-
f wents for all positions in particular

organizational componenis o QCouDa~
tionsl. categeries, Presoutation of

. classifications deternined uwpon and

" coerdinatien of results with Office
concernod, Preparation of survey
roporta,

2, Peeltien . Intemsive analysis of poaiticns in 7%
© Standards ' particular ecoupational categeries. '
the essontial sharacteristics of the
levels of work, qualifications re&-
quired, and ths linss of progrsssici,
. Coordimation of thess products.

3, Individusl Posi~  Review of gslested individusl perscamel - 2%
tion and Pore actiens in terms of aquity and propristy. o
sornsl Astions Such actions ave those in which there are

mresolved classification questions Yo
ing desk audits and preparation of
desariptions. L o

4, Tsble of Organ- Pesition analysis review of 1/0 propesals - S 185%
jzation Review and preparation of €2 recommendations to T
and Distributien = DD/S.’ Distributién of spproved T/0's and
U pontrol of T/0 resoxds, 000 ;

. Specisl Stuities  Prepsrutien and eoondimticn of regulstions, 25
- and Sta:ﬂ.’Smieasha.ndbeoka and guides on wege administration. ..

attors. Staff swpert to D/P oo the CIA .
 Supergrade Structure. <Comwents oz appli= . . C

cebility to PED Program of legislatdive and

other proposals, Aralyticsl studies on cur=

rent problems of comcern to PED, sush as pre-= . .

motion policies, the exsoutive developmemte - . . ... .

personal grade plan, pey imcentives, grads ... . ..o

pregression. Extension of machine tabulation” -~

uﬁhﬁdainthemsmtaﬁmofinfmﬂmg S '

about ocoupationzl structurs of Agensy Com=

ponants. Steff aseictance to operating offi-

coa on position problems,

(mrmmusuﬁummdiﬁdedmnzml training within the
Agency, laave, and details to other OP Diviszians,)

Approved For Release 2001/03/04 :Sgcigs-:éDP80-01826R000100050007-3



Approved For Relgase 2001/03/04 : CIA-RDP80-01¢%6R000100050007-3

Co:

25X1A6a

25X1A6a
25X1A6a

25X1A6a

and eonducted partlal pogitl
‘ cations areas of Eurcpet

- a joint'Position Evaluation and Mas
- Mission area to giva technical assistance in the preperation of a

SECHET

Position Anslysis Surveys - 18% Workload Factor

Survays conductsd during the period, as listed in detail in
Annsx 1, covered a wide variety of agency activitles: Surveys

for the most part were based on specific requests from oper=
. ating offices and the need t0 provide adequate materisl for
© position siendards. o '

" The survey of [N °72s MM positions, which is nearly 25X9A2
“completed, has raovealed an area of difficulty which has not yet
bean completely sclved, Particularly controversial and of

concern to Office of Training, is the method of determining

- grade level for instructor positions. Since the objective is
- o attract instructors possessing operaticns) experience and
‘depth. (usually of ths Deputy Station Chief level) to conduct

adequate training in intelligence operations, the traditional
method of determining grade on the basias of difficulty of

" tsaching work is not fully satisfactory, Therefore, & liberal
approsch in grade authorizations has been taken to provide
 compensation adequate for experienced persommel for key oper-

ational eourses. However, s formal and systematic clagsifi-

cation method for this purposs remains to be developed and put

into vse. ;

Field surveys werse mads of fiaeld stations in the WE, EE, and SE
Divisions and 0ffice of Communications areas during the reporte
ing peried, At the request of the Director of Communications, &

representative of the Division accompanied representatives of the

Office of Communications during the datss Jammsry 2 to March 2,

3 at four communi-
During 25X1A6a

June 1955, at the request of the
agenont Team visited the I

T/0 which would enable the Il Station to decentralize, regroup |
functions amnd conduct sn orderly reduction in size, In view of the

© limited time available, efforts wers devoted primerily to reviewing

. overall. functions, key positions, and unresolved grads cesedo :
" Clessification problems devsloped in the decentralization of adminis- -
 trative responsibilities to the major basss, and in the grades of

branch chiefs, and individusl case officers or agent handlsrs,
These problems wers substsntially solved, although further study
is necessary onthe case officer problsm., A problem still remaine
in the clerical field since grades for the sams basic work are
somswhat higher in the field than at headquarters, In 1952, 0S-5

- was established as the base grade for overseas clerical positions
%o provide ¥incentive® for overseas:. service,

Approved For Release 20013% : CIA-RDP80-01826R000100050007-3
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With numerous promoticns there has been a substantial increase of overs
seas clericals, GS=6,and pressure for many more GS-7 positions. The
reagssigment of the high graded clericals upen retwrn to Hsadquarters
bas not been easy and will increase in difficuliy in the futwre, The
¢lassification implications of this preblem will require consideratian.
Major surveys in the DD/I area include the Economic research Ares, ORR,
the 0ffice of Collection and Dissemination, and the Office of Current
Intelligemde, These DDI surveys provide adequate coverage of some 600
rositions,

Pesition Standards - 7% Workloed Factor

Standards completed during the pericd or nearing campletion (Amnex 2),
will previde a »ractical basis for making classification and qualifica~
tions deteridinmiions for a substantiel portion of the Agensy’s positions.
in a continually increasing numbor of oceupations. Standards now apply
to a1l mejor components, In the DD/P ares, standards for Document
Analysts, Dudget Officer, Finance Officer, and Intelligence Anslyst pro-
vide coversge of fairly critical areas, Standerd. Position Deseriptions
for Reports Officers, which have received preliwminary approval by FI
Requirements sufr, will provide our first coverags of major operational :
poeitions, d Position Descriptions for Ares Operations Oﬁ‘icars,
nearing” eu@leﬁm, will pravide addi.ﬁ.mal operational coverage: S

To pruviﬂu a satisfactory basis for q"”‘ $fications review of persmmal
astions by Persomnel Assigmwsent Division, this Division continued the
progran of developing "Interim Qualification Standards®, 7o the ezmt
practicable, these standards will be ‘subssquantly replaced by cmplete
Pogition Standards which are more adequate for qualifications as well -
as classification determinations. Dus to swrwey comnitments, the prasm
far T/0 processing, and the conduot of epecial staff studies, a smller

pmm&geﬁstﬁfeﬁﬂmdmtadtomsmdamsmwis

‘considered desirable, The simplification and condensatiom of standaxds = -
and developmant of standerds covering a large number of gecupatiomal

wau (such as the Clericel Evaluation System which will cover some

cal positions) has counteracted to some extent the limited . . .
man-hours ava.ﬂablce The assignment of additional professiomel amd = ©
clerical personnel o the Standards Branch will  enahle this program to .

be more productive and should increase the overall effectiveneas of the .

position evaluation program,
Individusl Position and Persomnel Actioms - 22% Workload Fastor
The percentage of time devoted to tils category is significantly smsller * -

SECRET
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than for previous years when it represented spproximataly 50% of

total sotivity, The Division continued to examine persamesl actions
affecting positions *flegged® due to problems coneerning thelr classle
fication, In addition, 1t exemined other positions upon gpesific re=-
qusst from operating offices « €.g. caresy service and promotion actions.

During the pericd Il individusl personnel actions were processed, a
substantial pertion of which invelved individual desk audits and the
preparation ard allocation of positien deseriptims, Statistics indi-
cate that a significent proportion of the totsl nuuber of position des-
eripticna prodused result from this categery of activity. Ceunsequertly,
despite the gwphasis wpon surveys, it continued to be a fruitful means
of docwmenting Agency pmitim.g__ descriptions being predused in
this mammer. Although not a divect classification responsibility, the
service designetion determination for positiouns, particularly in the
ID/P ares, became & matter for our attention in coanestien with indie
vidusl persomnel actions, imesmmch as determination of the ecowpaticmel
charscteristics of each position is significant in establishing its
ssrvice designation,

Table of Orgamisation Review and Distribution - ‘35% Workload Pactors

hexete reveals that mejor T/0 revisions including more than

positions were processsd, A totel of - spproximately 1102 re-
Quedts invelving from one to fifteen pesitions sach were reviewed,
processed, and disssminated, A nwsber of ergenizaticns propoeed naw
Tables of Orgenization te reduse authorized positiens to theiyr celling
figure, This type eof activity has required cereful elasgification 1@
view to maintain classification integrity of the reviesd Table of Orgarise-
ation, Ths problem is highlighted by one preposed dewnverd revisiea of
2 thres humdrsd position Table of Organizatiom in which the operating
of fice requested that sixty-nine low grade positions be abolished and
that ten percent of the remsining positions be changed to higher grades,
To fasilitate the procassing of this type of request, published Agensy
pesition standayds bave been helpful in providing a metually acesptable
besiz for resolving differenses.

Soms assistance has been provided by the publication of Agensy Regule-
tion M T=bles of Organization, which spsoifies that jeb informatiom
will accompexy requests for T/0 changes, However, numercus major organis-
atioml changes are of such stated pricrity ond immedissy that they st
be approved subjest to receipt of job information st a latey date. This
eperaiing procedure, of courss, requirea gonsidereble follew-up on the
part of the Division and distates the character of a substantial portiom
of our future worklead, '

SECRES
«8 o
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During the periocd the trend of the average grade of sach cowponentis
Table of Organization was closely obsarved and ecomparisons made over

a fiveeyoar pericd, The everwincreasing grade lavel and its budgetary
8% wore pointed ocud to operating offices in eonnsstion with
Table of Orgsnization changes, Within the DD/I Ares, operating offices
adopted the approach of meimtaindng existing average grades to the
greatest extent possible during the development of new T/0's.

The well=tined follow.up of approved T/0 proposals through the conduct
of position analysis survoys or the evaluation of position descriptions
prepared by the Cemponent concerned is becoming increasingly important.
Corrently, appreximately 500 deseriptions are in process of preparaticn
by cperating componente as an aftermeth to tentative /0 approve
eomplete survey of the Office of Training, ineluding
positions, which iz now substantially completed, was unie
%0 tentatim T/0 approval.

Staf? m are now participating o a substantial degree in the initlel
planning of T/0 revisions through the rendering of classification advice
to operating officials. In two cases, Foreign Documants Division, 00, and
0CI,clagsification surveys were cowpleted preliminayy to fml sulzsicsion
of the T/0 mvisim prcposale

Review of Projact Tablns of Organiutim aonbinma, aml efforts to ob~
tain botier dmmtaﬁm, thwh frequantly varba:!, m quite :rmm

Spectal Stutles and Staff Services’ m'w@um Faeta'a

Representative studies accumliahod by tha Diviﬁm am mw m Armax
ke As will be noted therein, the Division has been called wpon to re-
solve cartain problems in the field of Personnsl Management that ave
much brosder then the normal position ewlustion funetiom,

A wide variety of staff ssrvices were provided tooperatlng cowmnts :
of the Agency, to Career Service Boards, and to other components of the
Office of Perpommel, Continuing comsultations were held with repré=
sentatives of offices serviced to answer questions and give information
concerning the pesition evaluvation program and to resolve individual
position problems, Jeb information and recommondetions based on desk
audits were provided varicus Career Service Boards upem their request,
Recommendations were given to Persomel. Asa_i@mnt Diviston cencerning
:Hammhaspmparmm’mgemtuﬁ : 1e o perscungl
actions, normal promoticn progression for vars.oua typee of posiﬁms,

and informal qualification requiremsnts for pésitimis not yat coverad

by officisl issuances, During the peried a large nuber of persomel
from mtzids the Diﬂzim wore given orientation and briefing with x@- .

25X1A6a
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These staff services occupled significant amomts of staff time
mmmemi&mdmmwpm@fmprogmmuwem
to provide adsquate service in position evaluation activities,

SECTION 2. Objectives for Current Year and Status of Current Program

A,

(1 July 1955 = 30 June 1956)

 Campensation and Positien Evaluation System:

Cn the basis of our past experiences, consultations with responsible
Agency Officials and reparts of studies of Agency Salary and Wage
Administration, a definite conclusion can be dravm, Our existing
compensation and Positien Evalustion Systen must be revised to in-
crease 1ts flexibility to meet Agency staffing requirements and to

- conform to the concepts of the Career Servics Program, Our objective, _‘ ‘

therefare, is to make modifications in order to mest these spocific
requirements: '

1. Provide compensation sufficient to attract and retain indi-
viduals of the type and occwpation required,

2, Assure equity in compensation among Agemcy persomnel,

3. Provide flexibility sufficient to recognize the non-standaxd
requirements imposed wpon certain Agency persomnel o= the
Career Service concept of serving where, when, and in the capa<
eity in which ene is needed, '

o Be able to withstand serutiny by Agency officials as well
as outside Authorized officials from the standpoint of proper
expenditure of persemmel service funds,

5. Provide a salary comtrol mechamism as desired by the DD/S,

6, Include occupationel amalysis of agency positions in order
that logical progressions can be determined snd that experience
in the Agenoy can be properly codified to be available for
ﬂmngemrgemquuirem%asmaspmmmgbasisfw*
efficient utilization of personnel rasources,

To Be easlly understood and of practical use to the operating
cfﬂcmmmblinghmmmcmdinhiamleasapemm

SECRET
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B, Position Analysis OSurvey Objectives:

Current status is indicated in Annex 1. During the current, year
the principal survey objectives include:

DD/I Area

Economic Research Area of ORR
Library Division of OCD
Industrial Reglster of OCD
Office of Scientific Intelligence

25X9A2
DD/S Area ‘

0ffice of Training
Offics of Security
Finance Division, Office of the Comptroller

DD/P Area
Soviet Russia Division Headquarters

Far East Division Headquarters
CIL Staff

Other survsys, indluding other major offices and divisions will

be initiated during the year as the workload and progress on these
surveys permits., It is expected that annotations to existing
descriptions and the development of standerd position descriptions

for Reports Officer, Area Operations Officer; Paramilitary Officer,
Opsrations Officer, PP, Intelligence Officer, FI, Operations Officer,
CE, and clerical positions will facilitate more comprehenslve sur- '
veying of the DD/P Area,

C, Position Standards Objectives:

Current status is indicated in Amnex 2, During the current year
standards objectives include the publication of &ll completed
standards and the publication of all standard pesition descriptions
completed or in process (Amnex 2), In addition, it is anticipated
- that 10 or more standards projects will be initiated, including
standards for covert area positions, depending on the availability
of additional profsssional personnel for the Standards Branch,

D, Individual Position and Persomnel Actions:

There is no current backlog of position and personngl actions,
However, staff members will be made available to handle the day-to-
day flow of individual actions and individual problems which require
prompt action, Extension of the survey program will be aimed at keep~
ing both individual actions and individual problems to a minimunm,

E;. Table of Organization Review and Distribution:

This major work category will continue to occupy & high priority and
Approve’dWRE%%@M?IOQ‘D#F@MPBM@MMM@?& ‘
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major T/0 rovisions in mimerous areass Usder the relatively une
restrictsd limitations on requests by operating components for
T/0 changes, the Division generally has from 50 to 60 T/0 re-
quests in the process &fléviaw and approval at any one time,

Although progress hes besn made in adjusting office T/0's so that

the ceiling and nuher of pesitions coincide, & recent trend within -
the DD/P and DD/S Aress of requssts for increages in T/0's without - -
eoncomitant inereases in ceiling has been noted, If this practice ¢
continues, classification difficulties will recur ivasmch as 1t
is generallynet possible to deteymine which T/0 pesitions are to _

be filled and which positions will remain vacant due o o P
requirements, thus resulting in an artificisl shifiing of duties

o the vesant positicns aneng the filled positiens,
F, Spectal Stules and Steff Serviges;

Special Studies relating to the proposed "Clasg" system, the Exesu-
tive Development awmd Pmémlﬁrade‘-mn,:'~»me' Double Stap JIncreaso
Pay Incentive, and Grade Progression are currently baing refined

and revised, and the Division iz collaborating with the Management = -
Staff and ethsr Components of the 0ffice of Personnel in the develop=
ment of a revised manpower caitrol system, S -

In the ewrrent yesr it can be expected that studies and recomusnde-
ations on the CIA Supergrade Structure will be requested of the
Division, In addition, existing supérgrade allesations which have -
baen in effect for varying lengths of time will be reviewed and
documentation for each pesition prepared, =

Existing machine rooords reports concerning Component grade distrie
butions, average 0ffice grades, and owr analysis concerndng the -
significance of trends notsd in the reports will be Provided to
Agency Officials, Studies with respest to extending the Service
Desigztion %o becoms an integral part of pesition titles are anti-
cipated, ' , -

In the field of regulatery issuances, active participation in the

develcprent and coordination of _ Position Evaluation Pro- o5x1A
25X 1A gran; I Poy Determination; and other Perscwnel Regulatioms

is contemplated, - .

Soms progress has besh mads in ldentifying military pesitions om
Tables o Orgenization, but cemsiderable mere policy and procedwral
work remains before this item is fully clarified and 7/0%s are more
definitive as to type of position, :

SECRET
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General Objectivess

Identification of Ares and Langusge skills for positicns analyzed
eithsr by T/0 review or during position analysis swveys,

Continuence of overseas field trips to emidmt surveys or to rendey
staff essistanse on classification matters,

- Complete the sts™fing of the Division with professional personnel

experienced in salary and wage administration, and knowledgeable of
Agsncy operations and job characteristics, who will provide gbjective -
position evaluation services to operating offices and Caresr Beoards,

SECTION 3, Program Outlook for Budget Year

Ao

Bg :

Co

(1 July 1956 = 30 June 1957)
Compensation and Position Evaluation System:

If anticipated changes in the present compemsation and position
ewmlmtion system are made during the current yesr omr major goal L
will be to convert to the new compemsation and position evaluation .
system, Changes involved will be concerned with procedural details - -

and techmical changes required to insure greater equity end £laki-
bility, We do not anticipate that they will change the substantii
mature of our work, o : R

Position Analysis Survey Objectivess

Surveys during the budget year will be aimed at increasdng coverags . |
of “positions with position descriptions, towards the ultimate goal
of securing complets coverage, At such time as this geal is reached, |
cur plan is to establish a pericdic review, probgbly om an amuel -
basis, of all positions in the Agensy, to insure: curreacy of all dess ;
criptions, In achieving this goal, we propose te utilize all ghort .
cuts and simplified methods pesszible, including the modificaticn of .
existing descriptions to indicate changes, the use of standard posi=
tion descriptions where applicable, the use of the identical addie
tionel teehnique, the transfer of existing posiiion deseriptions

when that is possible, ete, -

Position Standards Objectives:

Ths objective of the position standards program will be to increase
the coverage of position standerds, with the ultimate cbjective of
securing relatively complets coverage of all Agency positicns with
standards, Such standards will be as concise, flexible and compre-
hensive as possible, in order to provide the highest degree of
equity consistent with the nature of Ageney cperatioms, All practi=
cable standards development techniques will be utilized, including
charts, point rating, factor evaluation, and comparison methods,

Approved For Release 2001/03@dref |1A-RDP80-01826R000100050007-3
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Do Individual Position and Persommel Actionss

During the budget year individual position and personnel actions
will be processed as required in es prompt a mamer as possible,,
The incressing coverage of positlcoms by surveys will prosumbly,
- however, reduce the voluwe of such sctiens,

E, Teble of Organization Review and Distributions

Under any proposed changes in ths p‘reéent personnel. system, this
major categery of work will continue to require attention of the
Division thoigh possibly on a moxe limited besis, Complete cover-

age of Agency positioms with positiocn descriptions should simplify

the processing of T/0 changes, since relatlonships to previous
organizations would be somsuhat cleareP, . .

F, Specisl Stuiies and Staff Services:

Spesisl Studlies will wmdovbtedly be required to refine the Agency
Position Evaluation and Compensation Program in kesping pace with
latest develcpments of the Career Service Program, Additicmal com-

- pensation benefits for unnsuslly undesirable assignments or those

‘ involving severe physical hagayds, etc, will continus %o be explored
to achieve the goal of equitable pay for conditions of work pep=
Pormance, Further studies will be directed towarde determining appro
priate compensation for Upard-to-f111" positions such as those in
specislized scientifie fields or requiring unigue operational expers:
jences, Also 1t is anticipated that special Executive Pay Plans may.
be developed in recognition of the necessity for reslistic compen~
sstion of key Agency persomnel, . .

Ll Y
Vet
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ANNEX 1

Humber of Positions Coversd

DD&S Area :
Audit Staﬁ‘ _
Office of Security
Field Positions
Office of the Comptroller
Fiscal Division
Office of Perscnnel
PAS
CIA=Credit Union
Office of Logistics
25X1A
Menagement Staff
Records Management Division
Regulations Control Staff C
Office of Trafning - Reorgenlszatien ' 25X9A2
25X1A B - b Staffs ?
Office of Communications
S Headouarters
A Field ‘

‘ DD!I Ares
Joe of Ressarch and Reportce

Coordination Ares
Basic Intelligence Division
Economioc Research Area
Materials Division
Office of Current Intelllgence
Office of Colleotion and Disssmination
SHD - Barton Branch
Biographic Register
Office of Operations
Contact Division - Index Branch
FDD ~ Seientific and Technical Branch
Reports Branch, P&8 Section

DD/P Area __
E Division - Field
EE Division - Field

25X1A6a | e

% In process nearing oonpletiona '
to the above, 408 positions were discusned with superviso;
Headquarters and ,
oint Position Rvaluaticon - Management survey trip to give technio
sistance in the preparation of a '1'/0 which would ¢mabls the

oreﬂe ease 588178%?891“ ‘lﬁﬁ'ﬁﬁ‘&%m&ﬁo%féﬁesoow 3
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Status of Position Standards
Standarde Published During the Period:

Positions Covered

(8.0308.03 ?mmunication§ Technician

- Cryptography
(5=0388,03 Communications Technician (Radio)
(501,36, 62 Documentation Officer and Anal;rst
(50150, 01 Geographer
65=0150, 02 Geographer {Cartography)
G5-0816.01 Cartographic Drafteman

Standards Complet@d During the Pariods Coordimted and Currently

Panding Publieatﬂ.ons
Occupational Coda

45-0132,35

(5-0221,00

85-0560,00
G5-0510, 14

Pogitions Covered

Intelligence Analyst Seriea
Pos, Clasa. & Wage Series
Budget Administration Series -

‘Pinance Officer Seriee

Stendards Gompleted During the Period and Currmtly being Goordinatads
Occupational -Code |

05»1121900

(5-0132,31
G5-01,32,32
05=0132,23
G8=1110,00
G8=2030,00

(35 Clk i'ical Series)

Positions Covered

STATSPEC
Freight Traffic Series
Communications Series

" Biographic Analyst/Officer
* Industrial Analyst/Officexr
Dissemination Officer/Asst.

Librarian
Storage Series ]
Cle rical Emluation Pattern

Stendard Job Descriptions Cmplated Duringthe Peried and Cnrrently -

Being Coordmateda

Occupaticnal Code

GS-0132, Lk
05013601
GS-0318,01
05-0318,02

: Positiona Covered

Raports Officer
Area Operations Officer
Secretary (ut.eno)

Secretary (Typ)

SECRET
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iV, CONTINUED
GS5-0318.03 Secretery
GS-0301,26 Clexrk
G3-0312,01 Clerk Stenographer
G5-0322,01. Clerk Typist
G5-0301,27 Intelligence Clerk
(5-0301.28 : Intelligsnce Assistant _

GS-0301.29 Intelligencs Clerk (Steno)

Vo Stendards in Proceas of Praperations
Occupational Code Pos:ltiona Cavg | % Gm leted
GS=0211,03 - ' Post.tion Inventory Clerk 90%
GS=0132,4k - Reports Officer 95%
GS=05hl;,00 " i Time, Leave and Pay-Roll Series  90%
G5-0132.43 . Current Affairs Officer 85%
GS=0306,00 = Records Management Series 75%.
GS-0132.46 Requirements Officer - 75%
GS-0100,00 _ Intell, & Social Science Oroup  65%
(5=0301,28 . Intelligence Assistant 508
0S-0322,00 Clerk=-Typist Series . 95%

~ 05-0305,00 . Mail and Fils Series - 50%

%W’/ G6S-0318,00 Secretary Series -
48-0312,00 Clerk-Stenographer Series e 25%
G5-0132,33 " - . Graphics Analyst/Officer 50%

- 08-0132,34 Dogument Analyst/Officer - 108 -
Gs-0201,01 =~ = Pergonnel Officer 158
08-0113,02 ‘ : Finangial Economist 158 -
GS-0136,01. Ares Operations Officer - 25%
Gs-o3os.13__ o : Infoma‘bion Control Clork & Asst, 5% ‘

VI.. Standard Job Dascriptions in Procesa of Preparation: s ‘_

cupational Cc .. Poaltions Covered o % Completed |
@S-0136,11 . Peramilitary Officer 108
05-0136,31 - . Operations Off, PP 10%
(S-0136,,51 I0.FI | 10%
GS-<0136,52 Operations Off, CE 10%

VII, Interim Qualification Standards Developed and Currently Being Coordinateé;s’

| Occupational Code Title _
GS-0010,01 Editorial Clerk
GS=0132,00 - Intelligence Production Series
GS~0180.01 - Psychologist (Clinical)
GS-0180.,02 Peychologist (Agent Assesement)

Approved For Release 20§04 : CIA-RDP80-01826R000100050007-3
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CONTINUED
05-0180003

GS5=0160,04
GS-0201.01
0S0202,01
(G5=0203,00

GS=0211,05
08-0211,05
G5-0318,01
GS—0318 02
05-0318.03
(S-0322, 01
G5-0500,00

05-0510,00

GS-~0855,04

G5-0855,06

(05-0211,06
GS-0211,07
GS-0301,03
05-0301,09
GS-0301,26
GS=0301,,28
GS-0303.00
GS-0312.01
0S-0212,00
GS=0301,02
G8-2001.,01
GS=-2001,02
GS-2010,01
05-2020,01

GS-2020,02

GS-2020,03
(S-20L0,01
6S~-204,0,02
G5-061:5,00
G8-0136,01
05-0132,hL
05-0136,11

SEGREY

Psychologist (Personnel Selection &
Evaluation) ‘

Psychonebriat

Personnel Officer and Assistent.

Personnel Research Officer and Anslyst

Personnel Clerical Series

Appointment Clerk

Appointment Clerk (Typing)

Seoretary (Stenography)

Seoretary (Typing)

Seoretary

Clerk-Typist

Acoounting, Fiscal & Budget Clerieal

Positions

Accounting Series

Elsctronic Engr (Radio)

Electronic Engr (Wire Commnications)

Personnel Transactions Clerk

Personnel Transactions Clark (Typing)

Adnministrative Officer

Administrative Services Officer

Clerk

Intelligence Assistant

Organigation & Methods Examining Series

Cle rk-Stenographer

Placement Series

Adninistrative Assistent

Supply Cfficer and Assistant

Supply Clerk

Logistios Officer and Assistant

Procurement Officer and Assistant

Parchasing Agent

Procurement Ck rk

Property and Supply Officer and Assistant

Property and Supply Clerk

Medical Technician

Area Operations Ufficer

Reports Officer

Paramilitary Offiger

SECRET

Approved For Release 2001/03/04 : CIA-RDP80-01826R000100050007-3



Approved For Release 2001/03/04 : CIA-RDP80-01826R000100050007-3

e :/‘h
/ /

SLCRET
ANREX 3

g s o

MAJOR T/0%s PROCESSED DURING THE PERIOD

Organization . Number of Positions

DD/S Axea o
[fice of Logistics

Purposs

To implement results of i
Position Analysis Survey _

HManagement Staff Reorganigation
Audit Staff - Reorganiza%ion
Office of"lf;?aining Reorganization
25X1A - Reorganization
Office of Sééuritjr - Roorganization 25X9A2
Office of the Comptroller Reorgeniszation
Office of Paraonml _ Reorgaﬁization
¢ Office of Communicationa Reorganization
N
DD I Ares
Reorganization
STATSPEC = FDD Reorgenization
OCD Reorganization
ORR o Hew Orga'nivaatidn-
0CI - Graph:lcs Bféh@h ‘Reorganization
05T - Phyaies and Electronic Reorgapizétion
~ DD Area : o
Division Reorganization -
Field Reorganization
FE Division Reorian ization
- TField Reorganization
" EB Div,ta:l.on Reorga ization
Field Reorganization
SE Division Transfer and reorgani-
(\/, . zation
CI Staff - | ‘
Approved For Release 3/04 : CIA-RDP80-01838 155t B8b%0007-3
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Fi Staff

RI Division
PPOS

T88

10 Ddvision

PRG
TOTAL

: CIA-RDP80-016£6R000100050007-3

Reorgeniszation

.

25X9A2

Reorgenisation
Reargsmisation
New 1/0 - Reorganization
Reerganimtioﬁ'

Reorganigation

NOTEs Tobel T/0 revisions included approximately 1100

requests invelwing over

SECRET

positims, 25X9A2
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Iis of Representative
fadies ang Repors

1o Study of Promotion Progression Pabternse

In comnection with discharging the responsibility of the Director -
of Persomnel in the administrabion of the Ageney promotion program, !
the necessity avese for amplifying Hegulation I Prouotion, |
with vespect to designating lines of work in which one grads pro-~
motions were proper and lines of work in which the nommal advance-
ment should be.established ab two-grade intervals within the GS<5
to GS=11 inelusive rangs, Accordingly, the Divisicon studied pasi
promotion practices in the Agency as well as promotion progression
patterns elsewhere in the Fedsral Service and prepared propossd
changes to the Regulation which dsfine promotion progressions for
gll Agency positions.

2, Study of Agency Supergrads Structuret

A staff study'was prepared for the DDCI setting forth the recommons
dations of the Office of Persomnel ag to the proper supergrade '
structure for CIA in temms ofs (1) Total mumber of anthorized .
positions, (2) grade distribution of supergrade positiovs, eud (3) -
distribution of supergrade positions among major components. This' -
atudy required a datalled review of supergrade;positions and patteris
in numercus othar sgenciess It involved a study of the organizations
of the agencies, and a review of general organizational ‘structure
throughout the Govermment Service. As a result of this study we .
expect that a sound and equitable system for the establishmsnt and
control of supergrade positions will be put into:effect.

3e

rosent Promoﬁicn Policy ,and" to Aéaigp Caresy Servics
T/0 Slots: RN 5 T

Experience obtained from Career Service Boards and Pansls indicated

that there are times when the concept of promotion for meyit, based

on a competitive evaluation of an employee’s accompllshments and -

value to the Agency, rung counter to the concept of ad’ solely

on the classification of the employee's curremt dutle 1 regponsl.

bilitiess In recognition of this situation, a staff study was pre
25X1A  Dpered which proposess (a) to ‘x:;a;ﬂsa—l?romo

SECRET
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promotions (iaitially at gradss GS-1ll and G5=15) in those cases
where the individual was competitively selected for promotion bub
the grads of hia slot would not accomnodate such promotdon, and
25x1A  (b) to revise NI Tables of Organization, to provide for
the sssigument of service designations to T/O slotse This latter
policy is considered necessary as a basis for determining requiree
ments and in setiling the question as to which Carser Service has
jurisdiction over the T/0 slote -

Lo Study of the "Class® Systems

A staff study was prepared on this system which rocommended (a)
that Agency 0S5 positions be divided into four principal classess
(b) that eceilings be assigned to major directorates and T/0%e
developed in terms of classes; {¢) that aathority be delegated
to operating components to reassign persornel where such reassign=
ment is within the same class and in the ‘same line of works and
(3) that a separats 5¢ authorization, apart from the /0, be -

established for each component to carry non=productive persommel,
1,60y those in formal training, in procese of gecurity clearance,

So Personal-Grade Plane:

The Hoairﬁér’nm;exféﬁéh Report (1955) contaimed ‘a recommendation for

of .8 Senior Clvil Service, a prevision of which was
the assoeistion ‘of grades with individuals As opposed to the

Double Step-lnicrease Pay Incentive Stu

To provide 'a nedium for identifying and:
job performance is superior, a staff stu
recommendad a. double=step increase within

performances ' .

6o | | |
| ogi.zing ?mpldyéGS'whosa

a5 prepared which T
grade for superior

7o Optionsl Techniques and Shortcuts in Documenting Agoncy Positionse . ..

A proeedure for using a variety of more efficlent techniques to ...~ .
develop and maintain current position deseriptions for ail Ageney . .
positions was developed. The procedure includes the following .
itemgs Identical Addltionsl Descriptiocn; Positlon Description

Amafndmeﬁ:ﬁ,“ Statement. of Differences, Standard ?dsitionﬂnageription; |

SECRET
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Reinstated Deseription and Documented Job Information, The procedurs
incorporates mathoqa used by other Agencies which are adaptable to CIA,
including an adaptation of a Pogition Deseription Amendment used by the
Department of the Interior for which the Classification Chief of the
Reclamation Buresu received a meritorious gward. The techniques have
accelarated the coverage of pogltions and the maintenance of current doe
ecriptions, and will facilitate the achievement of longerange objectives
of the Division. o

Occupational Handbook Supplemsnt for Prevailing Rate Positionse

A supplemsnt to the Occupational Handbook of Classification Titles and
Codes was developsd to cover all positlions pald on a prevailing rate
basis in the Ageney. Approximately 50 categories of positiong are ine
volveds Upon approval of the supplement, now in coordination, it is
expected that the supplement will facilitate the uniform and equitabls
classification of prevailing rate positions, '

Study of Agency Average Orade Trend: -

This study was developed to outline the trend of the Agency average grads
over 2 period of six ysars., Included were an enalysis of the reasong '
for the upward trend, conclusions regarding the significente of the trend,
and recommendations to the Director with respect to action required to
achieve a sound position structure for the Agency.

sm% of lneantive Pay for Foreign Language Proficiency snd Area
) "

e%@ L

In response 40 a request from the Director of Training, a study was made
of a plan to award incentive pay for acquisition of language and area
knowledge skills, The policies of the British Intelligence Service, the
Department of State, and the Foreign Operations Administration were re=
viewed to determine the yrecedent for such a proposal. Howsver, while
the plan had apparent merit, the study indicated that there was no’

gensral sgreement within the agency as to the need for specific language A
-and area knowledge for particular positiong. Therefore granting of im=

centive pay for language or area study was deferred for later review.
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